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Lesson 9

” Blue Yonder Airlines is a large company with hundreds of employees. In your job
; as a human resources specialist, you are involved in hiring, employee benefit pro-

grams, and employee communications. Many of the documents you work with

relate to employee issues, and you need to ensure that these documents are error

”" . free. In this lesson, you will learn to use the spelling and grammar feature, insert

e

comments, and change the AutoCorrect settings.

SOFTWARE ORIENTATION

The Proofing and Language Groups

The Proofing group contains commands for launching Word’s spelling and grammar functions,
searching through references, using the Thesaurus, and counting words by characters, para-
graphs, and lines. The Language group contains commands for translating words or paragraphs
and an option to select a language. These and other commands for reviewing and editing Word
documents are located on the Review tab, shown in Figure 9-1.
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Word automatically checks the document for
errors. A blue check mark indicates the
document is error free; a red check mark
indicates there are errors.

Use this figure as a reference throughout this lesson and the rest of this book.
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The Bottom Line

STEP BY STEP

@ The employ_offer

document file for.this
lesson is available on the
book companion website
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'PLUS EXTRAY

WileyPLUS Extra! features an
online tutorial of this task.

Figure 9-2

Word Options in Backstage
view Spelling and Grammar

VALIDATING CONTENT BY USING SPELLING
AND GRAMMAR CHECKING OPTIONS

It is a good business practice to proof a document to ensure it is error free before sharing or
printing it. Word provides proofing tools such as a Spelling and Grammar checking function,
Thesaurus, Word Count tracker, and a Research tool that provides searchable access to reference
books and online research and business sites. All of these tools and commands are located on the
Ribbon on the Review tab. The status bar also contains Word Count and Proofing Error but-
tons that give you quick access to some proofing features. On the status bar, Word automatically
displays the document’s word count.

Using the Spelling and Grammar Feature

Word’s Spelling and Grammar feature automatically checks the spelling and grammar in a docu-
ment. Word underlines misspelled words with a wavy red line and underlines grammatical errors
with a wavy green line. Word will also detect if words are used inappropriately and it underlines
the word with a wavy blue line. In other words, the word is in the dictionary but not used cor-
rectly in the context. In this exercise, you learn to use Word’s automatic Spelling and Grammar
feature and its options to proof and correct your document.

Check Spelling and Grammar

GET READY. Before you begin these steps, LAUNCH Microsoft Word and OPEN the
employ_offer document that is in your lesson folder.

1. Click the Reyiew tab and, in the Proofing group, click the Spelllng Z Grammar button.
The Spelling and Grammar dlalog box opens.

pane and, infthe When Correctmg‘SpeIImg and Grammar in Word section, C|ICk the
Writing Style diop-doWnsamrowsdnd usesthesGram mar Only default to set the tool for
checking the document’s grammar, but not its writing style. Click OK to apply your
changes and to launch the Spelling and Grammar tool.
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Figure 9-3

Spelling and Grammar
dialog box

3. The first word the tool highlights is Sheela, a proper noun not contained in the tool’s
dictionary. The Spelling and Grammar dialog box opens, with the potential error
identified in the upper pane as Not in Dictionary (see Figure 9-3). With the correct
spelling highlighted in the Suggestions pane, click the Change All button to correct all
occurrences of the misspelling.

Spelling and Grammar: English (U.S.)

Not in Dictionary:

Sheela Word = Ignore Once
Ignore All

Add to Dictionary

Suggestions:

A

Sheeler
Sheena Change All

AutoCorrect

=

Dictionary language: ‘English (u.s.) B

Check grammar

L

4. The word confim is misspelled; with the correct spelling highlighted in the
Suggestions pane, click the Change All button.

5. The next misspelled word is begining. Click the Change All button.

6. The next misspelled word is asistance. Click the Change All button. A prompt will
appear when the Spelling and Grammar check is complete. Click OK.

7/Word hasthe option for users to ignore misspelled words. In'this case, the previous user

LICENSE R PROBLIGTNEEERORGRESALT

Figure 9-4

8. Select Proofing inthe left pane and, in,the When Correcting Spelling and Grammar
in Word section,/elick the Recheciso¢umentsbuttons® promptappears stating This
operation resets the spelling checker and the grammar checker so that Word will
recheck words and grammar you previously checked and chose to ignore. Do you
want to continue? Click Yes (see Figure 9-4). The document flags misspellings.

Microsoft Word u

Microsoft Word
resets spelling and
grammar checker

Take Note

Take Note

: : Another Way
Click the Proofing
Error button on the status bar
(or press the keyboard shortcut,
F7). Word displays a shortcut
menu with suggested words.

|® This operation resets the spelling checker and the grammar checker so that Word will recheck words and grammar you previously checked and chose to ignore. Do you want to continue?

|

g

) [ nae )

9. In the Proofing group, click the Spelling and Grammar button. The Spelling and
Grammar dialog box opens.

10. The Spelling and Grammar tool next highlights Suurs. This spelling is correct, so click
Ignore All. The tool now will ignore every occurrence of this spelling in the document.

Ignore Once will ignore the occurrence once and will stop at the next occurrence.

11. The next misspelled work is employmet; again, click the Change All button to correct
all occurrences. A prompt will appear when the Spelling and Grammar check is
complete. Click OK.

When Word detects a spelling error, you can choose to change one occurrence of the instance
or change all instances. Click Change to change a single occurrence or click Change All to
Change all occurrences in the document.

12. SAVE the document as employment_offer in your USB flash drive in the lesson folder.
PAUSE. LEAVE the document open to use in the next exercise.
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Take Note If you run the Spelling and Grammar command in the middle of the document, it will check
from that point to the end of the document. A prompt will appear asking if you want to con-
tinue checking the document from the beginning.

Changing the Grammar Settings

Word’s grammar settings enable you to determine the punctuation and other stylistic guidelines
by which the program will check for and detect errors. You can change the writing style to check
for grammar only or check stylistic rules, such as contractions, hyphenated and compound
words, sentence length (more than 60 words), and more. In this exercise, you learn to change
the style settings and customize them to meet your needs.

STEP BY STEP Change the Grammar Settings

USE the document from the previous exercise.

1. Click the File tab and then Options to open the Word Options dialog box in Backstage.

2. Select Proofing in the left pane and in the When Correcting Spelling and Grammar
in Word section, click the Settings button to open the Grammar Settings dialog box.
This dialog box lists the writing style where you can customize the Grammar Only or
Grammar & Style (see Figure 9-5).

Figure 9-5
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sentences from 1 to 2.

3. Click the drop-down arrow in the Writing Style section and select Grammar & Style.

4. Under the Require section, the Spaces required between sentences setting is set to
don’t check. Click the drop-down arrow and select 2. You are changing the style to
reflect two spaces after the punctuation between each sentence. Click OK.

5. In the Word Options dialog box, under When Correcting Spelling and Grammar in
Word section, click the Recheck Document button, then click OK. A prompt appears
stating that This operation resets the spelling checker and the grammar checker so
that Word will recheck words and grammar you previously checked and chose to
ignore. Do you want to continue? Click Yes. Click OK to close the Word Options dialog
box. Word flags and marks the punctuation at the end of sentences with a green wavy
line. Notice in the second paragraph, the document flags “are issued.” Right-click on
the phrase and a pop-up menu appears. It states “Passive Voice (consider revising).”

6. Repeat steps 1 and 2 to open the Grammar Settings dialog box.

7. Under the Require section, click the drop-down arrow to change the Spaces required
between sentences setting to don’t check.

8. Scroll down and disable all styles with the exception of Clichés, Colloquialisms, and
Jargons. One style is kept active. Click OK.

9. In the Word Options dialog box, under the When Correcting Spelling and Grammar
in Word section, click the Recheck Document button. A prompt appears stating that
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CERTIFICATION

READY? 5.1.1

How do you set
grammar options?

CERTIFICATION
READY?

5.1.2

How do you change the
style options?

The Bottom Line

LICENSE

STEP BY STEP

Figure 9-6

AutoCorrect dialog box

This operation resets the spelling checker and the grammar checker so that Word will
recheck words and grammar you previously checked and chose to ignore. Do you
want to continue? Click Yes. Click OK to close the Word Options dialog box. Notice
“are issued” in the second paragraph is no longer flagged. In the third paragraph, the
phrase “in the amount of” is flagged with a wavy line.

10. When you right-click on the phrase, the pop-up menu appears. Click About This
Sentence.The Help menu appears, indicating this is a cliché and the marked word or
phrase may be overused or unnecessary to the meaning of your sentence. To remove
it, you would repeat steps 6-9 to disable Clichés, Colloquialisms, and Jargons.

11. Click the Options button in the Spelling and Grammar dialog box; the Word Options
dialog box opens in Backstage view. Select Proofing in the left pane and, in the When
Correcting Spelling and Grammar in Word section, click the Writing Style command
box drop-down arrow and select Grammar Only to set the tool for checking the
document’s grammar. Click OK to apply your changes.

12. SAVE your document in your USB flash drive in the lesson folder.

PAUSE. LEAVE the document open to use in the next exercise.

CONFIGURING AUTOCORRECT SETTINGS

The Proofing pane of the Word Options dialog box also contains Word’s AutoCorrect setting
options. AutoCorrect s a feature that replaces symbols, commonly misspelled words, and ab-
breviations for specific text strings. For instance, to add the Trademark symbol, key (TM) and it
automatically inserts the symbol ™. The bottom line, AutoCorrect saves time in keying text.
You can manage the list of exceptions in the AutoCorrect Exceptions dialog box, such as not
capitdlizing thdfifst letter of an abbreviation; for example, etc. You can disregard two initial caps,
suchiasia student ID8Eyou caflélistomize and ddd"6rdelete cex@AutoCorfeet is on by default,

D EROBUG T NERFORRESRLE

turning the AutoCorteer featuréon and off.

Configure AutoCorrect Options

USE the document from the previous exercise.

1. Click the File tab to open the Backstage view.

2. Click the Options button to display the Word Options dialog box.

3. Click Proofing on the left pane to display the Proofing options in the right pane of the
screen.

4. Click the AutoCorrect Options button to display the AutoCorrect dialog box with the
AutoCorrect tab open, as shown in Figure 9-6. Notice that the dialog box title indicates
that the program is set to check and correct text based on U.S. English.

AutoCorrect: English (U.S) (3
‘ A\Ao(:w’rei:t-““m"Fonﬂat Math F\umCDrVECli | AM():;‘::::AEVOU Type | A.lllocorre(:t Exceptions
Default settings for E—— dialog box allows you to
AutoCorrect. To disable, { B kgt *[ manage the exceptions.

click the appropriate
check bhox.

As you key text, it
will automatically
be corrected.

When keying a text
string, it automatically
changes in your
document.

Capitalize first letter of table cells
Capitalize names of days
Correct accidental usage of cAPS LOCK key
|@ [ Replace text as you type

Replace: With: (@) Plain text Formatted text

Automatically use suggestions from the spelling checker

You can add your own
AutoText elements here.

All AutoText (common
misspellings,
acronyms, symbols,
etc.) and replacements
are listed here.



CERTIFICATION

READY? 5.2.1

How do you add a word

to AutoCorrect?

: g Another Way

You also can use
the Find and Replace command
to replace words or phrases.

CERTIFICATION

READY? 5.2.1

How do you delete a word or

phrase from AutoCorrect?

Figure 9-7

AutoCorrect dialog box
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CERTIFICATION

READY? 5.2.2

How do you enable or
disable AutoCorrect?

Proofing Documents

. You want AutoText to replace the typed abbreviation BYA, with the full name, Blue

Yonder Airlines, so you can save time keying in text. In the Replace box, key BYA. In
the With box, key Blue Yonder Airlines.

. Check that you have spelled the replacement text correctly, then click the Add button

to add your AutoText replacement to the list. Click OK to close the AutoCorrect
dialog box, and then click OK to close the Word Options dialog box and return to
your document.

. In the first paragraph at end of the first sentence, place your insertion point after rin

for and press the Spacebar once.

. Key BYA and press the Spacebar once. BYA is replaced with Blue Yonder Airlines.

Delete the extra space before the punctuation.

. Repeat steps 1-4 to open the AutoCorrect Options dialog box.
10.

In the Replace box, key BYA. BYA and Blue Yonder Airlines are highlighted in the list
of AutoText exceptions, as shown in Figure 9-7. Click the Delete button to remove the

highlighted entries. Now, if you key BYA in your document and press the Spacebar, no
action will occur.

[ 7 |

Actions |

AutoCorrect: English (U.S.)

| AutoFormat |
AutoCorrect Math AutoCorrect |

AutoFormat As You Type

Show AuteCorrect Options buttons

Correct TWo INitial CApitals w
Capitalize first letter of sentences
Capitalize first letter of table cells

7l Capitalize names of days
| Correct accidental usage of cAPS LOCK key

ORKESALE

BYA. Notice it <
appears below. ~o .. = 4
| | |byt he, Ibyme Al
cafe | café =]
caharcter | character
ca\cuHated | calculated
calulated calculated
can;t can‘t > R
e Click the Delete button
Automatically use suggestions from the spelling checker to remove Word.

1.
12.

13.

14.

SAVE the file as employment _offer1in your USB flash drive in the lesson folder.

Double-click the Blue Yonder Airlines header to open the Header and FooterTools
Design tab. Place your insertion point after the s in Airlines in the heading. Blue Yonder
Airlines is the trademark name for the company and requires the trademark symbol
after the name.

Key (TM) to insert the trademark symbol after Airlines. Insert the trademark symbol in
the document.

By default, the AutoCorrect Options are enabled. To disable AutoCorrect, repeat steps
1-4 to open the AutoCorrect Options dialog box. Click to clear the check mark from
Replace text as you type.The feature is off and the Automatically Use Suggestions
from the Spelling Checker option is shaded gray to show that it's unavailable. To
enable the AutoCorrect function, click the check box again; a check mark appears in the
box and the Automatically Use Suggestions from the Spelling Checker option again
becomes available. (Check with your instructor to determine whether you should leave
AutoCorrect disabled or enabled.)
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Figure 9-8

AutoCorrect Exceptions
dialog box

CERTIFICATION

READY? 5.2.1

How do you add or delete
text in the AutoCorrect
Exceptions dialog box?

You can add and delete
your own personalized
initial caps in words.

- R
AutoCorrect Exceptiops m

Other Corre.-x.:i-.-u:.ﬁl

You can add other
corrections with an
option to delete.

You can add and
delete your own
abbreviations.

Hirst Letter || mitial CAps

Don't capitalize after:

a. =
abbr. |§| L Delate

abs.
acct.
addn.
adj.
advt.
al.

Automatically add words to list

oK Cancel

15. Click the Exceptions button. The AutoCorrect Exceptions dialog box opens (see
Figure 9-8).

16. Click the INitial CAps tab and key IDs, then click the Add button. Click OK to close the
AutoCorrect Exceptions dialog box.

17. Click OK to close the AutoCorrect dialog box, and then click OK to close the Word
Options dialog box.

18. At the endfef the fourth paragraph, key
loc: . AddingpiDs to themexceptions willravoeidsfiaggingithe word.

'o you on
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The Bottom Line

Figure 9-9

Comments group

20. SAVE the document in your USB flash drive in the lesson folder
PAUSE. LEAVE the document.openstosuse in the nexi:exercise.

INSERTING AND MODIFYING COMMENTS IN A DOCUMENT

Word’s Comment feature enables reviewers to insert comments or questions in documents with-
out interrupting the flow of existing text. A markup keeps the original document along with
changes made, such as comments. The right side of the document is shaded in gray and is the
markup area. Balloons are markups used for comments made in the document and appear as
colored balloons on the right side of the document. On the Review tab, using the Comments
group (Figure 9-9), comments can be placed inline with text, which is another form for dis-
playing the markup. Word labels each comment balloon with your initials and the sequential
comment number.
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Inserting, Editing, and Deleting a Comment

You use the commands in the Comments group to insert and delete comments, and to move
among comments in a document. You can edit or delete comment text by clicking and typing
directly in the comment or by using the shortcut menu. In this exercise, you learn to insert, edit,

and

STEP BY STEP

delete comments.

Insert, Edit, and Delete a Comment

USE the document from the previous exercise.

1. In the first sentence of the second paragraph, select $55,000.

Proofing Documents

2. Click the Review tab and, in the Comments group, click the New Comment button. A
comment balloon appears in the right margin of the document, labeled with initials
and the comment number. (Later in this lesson, you will learn how to change these

initials to match your initials.)

3. Key Will you please confirm if the salary is correct? (see Figure 9-10).

Figure 9-10
Document with comment
Wi 9~ T
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9876 Main'St. |
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Phoenix, AZ 89001
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Monday, November3,20XX.§
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Page: L of 1 | Words 187 | <_Engish US) |

|[BlBa s = 100% ()
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CERTIFICATION
READY?

How do you insert
a comment?

4. In the first sentence of the third paragraph, select $2,500.
5. In the Comments group, click the New Comment button; a second comment balloon

appears in the right margin, labeled with initials and a number.

6. In the new comment balloon, key The relocation amount is $5,000.
7. Click the Previous button in the Comments group to move back to the first comment.

8. Place the insertion point at the end of the text in the first comment, and key
| need a response by 5 pm today.You have edited the comment by adding more

CERTIFICATION
READY?

5.3.2

How do you edit a
comment?

information.

9. Click the Next button in the Comments group to move to the second comment

balloon. Click the Delete button drop-down arrow in the Comments group,
and then select Delete from the drop-down menu, as shown in Figure 9-11.The
comment is removed, and Word renumbers any subsequent comments in your

document.
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Figure 9-11 (wld = - 4o &
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10. SAVE the document as employment_offer comments in your USB flash drive in the
CERTIFICATION lesson folder.

READY? 53.3

PAUSE. LEAVE the document open to use in the next exercise.

How do you delete a

comment? VIEWING COMMENTS

By default, Word displays comments in balloons, but it also can display inline comments in
ScreenTips or in a separate reviewing pane. Inline comments are hidden; the reviewer’s initials
appear in brackets beside the selected text. The Show Markup menu allows you to change how
comments appear and to determine which reviewers' comments are displayed. You can use the
Track Changes drop-down menu to add your user name and initials to the list of reviewers.
When in Draft view, certain elements in a document are not visible.

The Bottom Line

Viewing Comments Inline and as Balloons
anddHidindlEnd Showing Reviewer Comments

In ghis exercisg, you learn to change the comments dlsplay from inline to balloons. You also learn

LICENSERPROBHET NAT-FORPES iiE

display of their commeénts on of off.

STEP BY STEP View Comments Inline and as Balloons and Change the User Name

USE the document open from the previous exercise.

1. Click the Review tab and in theTracking group, click the Track Changes drop-down
arrow, then select Change User Name. The Word Options dialog box opens, as shown

in Figure 9-12.
Figure 9-12 Word Options - = = - ® 3 —— =
Word Optlons [ erer) E’& General options for working with Word.

Display
proofing User Interface options
Save
B ew(l
anguage

Color scheme: [ siter[ 7]

Advanced
ScreenTip style: |Show feature descriptions in ScreenTips | ¥ |

Customize Ribbon o " of Mi ¢ OFfi
your copy - Personalize by
adding your name.

Quick Access Toolbar

username: |LESiva @

Add-ns
Initials: les

Trust Center

Start up options.
[C] Open e-mail attachments in Full Screen Reading view i
Your initials will
T~ display in the
Comment balloon.
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2. In the Personalize Your Copy Of Microsoft Office section, key [your name] in the User
Name box, then key [your initials] in the box below. Click OK to apply your changes
and close the Word Options dialog box.

3. By default, Word displays comments and formatting in balloons, as shown in Figure
9-13. Deletions and additions to text appear inline and when in Draft view, these are

Figure 9-13 also shown inline.
Show Markup
ployment_offer_comments - Microsoft Warc b{m
> @
2% Final: Show Markup = @, & Previous 3 0 E
[—]: ; @ 5
5 show Markup ~ B} Mext
Accept Reject Compare Block  Restrict
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v | Ink Changes | Compare | Protect |
‘Z] Insertions and Deletions el ‘f el ol |5 bt Bl G A G| .
m Formatting S

|iJ Markup Area Highlight
Z=  Ballcons » show Revisions in Balloons

Reviewers 4 Show All Revisions Inline

£

Highlight Updates v j Show Only Comments and Fermatting in Balloons Q

Other Authors | |_|

Word's default option for
displaying comments

arrow to display

e

text, as shown in

Figure 9-14 1234155 "
N . Phocnix,"AZ-89001]
Reviewer initials October-11,20XXY
Paul-Suursy

9876-Main-St.
Phoenix,‘AZ-890029

DearMr. Suurs:{ Comments are hidden
and revisions are
displayed Inline.

It-is-our-pleasure to-confirm-our-offer-of-employmet to-you-as-a Ticket-Agent-at Blue-
Yonder-Airlines. In this-position, you-will report-directly to-Deborah-Poe-beginning-
Monday, November3, 20XX.{

Your-salary will be $55,000jies1) per-year. Paychecks areissued biweekly beginming with-
your-first-paycheckon-Friday, 14,-20XX.]

Wewill provide relocati i in-the-amount-of-$2,500. If you-leave before-one-
year-of-conti ploymet, you-are: ired to return the total-amount of relocation-
assistance.|

You-will-be eligible formedical benefitsheginning on-your-first-day-of-employmet.-
Vacation-accrues-at-arate-of-8.5-hours-permonth.-You-will be eligible to-take-accrued-
vacationafter threc months-of-continuous cmployment.§

To-confirm-your-acceptance of this-offerof-employment, please-sign-below-and return-to-
me by -fax-at(555)-555-0150.

5. Position the mouse pointer over your initials. The comment appears in a ScreenTip, as
shown in Figure 9-15.

6. In theTracking group, click the drop-down arrow in the Show Markup button; select
Balloons, then Show Revisions in Balloons.The comment is shown in a balloon in the
Markup area. If there are formatting revisions and text changes in this document, only
the comments will display in balloons.

7. SAVE the document as employment_offer comments2 in your USB flash drive in the
lesson folder and close the file.



Lesson 9

Figure 9-15 123415051 :
. Phoenix,"AZ-890019
Comment displayed October-11,20XX§
in ScreenTip
Panl-Sunrs|

9876-Main-St."|
Phocnix, AZ-890029

Dear-Mr.-Suurs:|

It-is-our-pleasure to- e ey Pl; tto-you-as-a Ticket:Agent-atBlue-
b ilva, :36:( it
Yonder-Airlines. Tn ] (o mented: ectlyto-Deborah-Poe-beginning-
Monday, November-] Wil you please confirm if the salary is
correct? I need a response by 5 pm today.

Your-salary-will -be-$(55,00
your-[irst paycheck on Friday.

-per-year. Paychecks-are issued-biweekly beginning with-

‘We-will-provide relocation assistance in-the-amount-of-$2,5007 g
year of continuous-employmet, you-are required to return the total amount-s

assistance.§ Hover the cursor over
Yourmillbeeligblefo metival bene e begnning on yous Rt sy remploynet: reviewer's initials to
read hidden comments.

Vacation-accrues-at-arate of 8.5 -hours-permonth.-You-will be-eligible to-take-accrued-
vacationafterthree months-of-continuous-employment.§

To-confirmyour-acceptance ot this-offerof-employment, please sign-helow-and return-to-
me by-fax-at(555)-555-0150.9

@The initial 8. OPEN the initial_employment_offer document in the lesson folder. The document
employment_offer opens with the default settings displaying comments and formatting changes in
document file for this the markup area.

lesson is available on the 9. In the Tracking group, click the Show Markup button drop-down arrow and select
book companion website Reviewers; then in the drop-down list of All Reviewers, click the check box beside
or in WileyPLUS. LE Silva to remove the check mark. His comments no longer are displayed in the

document, as shown in Figure 9-16.

Figure 9-16

Document displaying only
one reviewer's comments ur A

LICENSEPWRROPUET NQFFORWRESALE

Bheila Word
’ Blue Y onder Adulimes |
1234-15%-51
Phoenix - AZ 36001
October 11, 20XX7

Paul-SuursT

9876 Main-St.7 -
Phoenix -AZ 820027 _Markup Area

Dearhdr. Sunrs:y

Itiz-our-plessure-to-confim-cur-offer-of employvment-to- you-as 2 Ticket- Agent. In-this-

position, you will report-directly to-Deborzh Poe-beginning Monday, November-11,-

20Xy ¥ 1mmuwt1’:w2] i Nevember 11 n comet
---------------------------- - date Vo comract il oeBect i date

Yoursalary-will be-§33 000 per- year. Paychecks are-issued -biweekly-begmnmg with-your-
first-paycheck-on Friday, November-14, 203

We: Will'prtm‘tde-relu-cauun -assistance i the-amomn tof §2,500 If-youleavebefore-one: | _ - { Comment [swa]:1 e incee. | |
year-of-continuous-smployment,-you-zretequired- to-retum the total smount of relocation- fﬂm;‘wm“mmm
zzzistance |

CERTIFICATION Touwill be-eligible: for medical-benefits- begimnimg -on-your fst-day-of-employment.-

READY? 5_3_4 Wacation accrues at-arate-of 3 5 hours per month. - Vou will-be-eligible- to-take-accrned- |

' vacation after three- months-of contmuous fmployment | y -1 ;...'.‘l-'r" : 35 d'u-l |
___________________________ el
_ To-confim-your-acceptance- of this-offer-of employvment -please- sign-below-and retum-to-
How do you view comments me-by-fax-ar- (33555501307
from other reviewers? T

Signaturs -+ Datel
Simeeraly.f

Sheila WordT o
CERTIFICATION Human Resources Specialist]

READY? 5.3.4

How do you view
comments inline?
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10. SAVE the document in your USB flash drive in the lesson folder.

CERTIFICATION . .
PAUSE. LEAVE the document open to use in the next exercise.

READY? 5.3.4

How dog’:’za"l'li‘g’ngmme“ts Displaying the Reviewing Pane
' Comments are listed in sequence and tracked on the Reviewing Pane either vertically or hori-
zontally on your screen. When the Reviewing Pane opens, a summary displays the number of
insertions, deletions, moves, formatting, and comments that have been made in the document.

In this lesson, you learn to change the review pane’s display from vertical to horizontal.

STEP BY STEP Display the Reviewing Pane

USE the document that is open from the previous exercise.

1. Click the Review tab and in the Tracking group, click the Reviewing Pane drop-
down arrow, and select Reviewing Pane Horizontal from the drop-down menu.The
comments now display in a horizontal pane across the bottom of the Word window, as
shown in Figure 9-17.
Figure 9-17

Reviewing Pane Horizontal

Summary detail
number of revisions
made in document

Date and time
comments were
modified and saved

Reviewer's full
name appears

Resize Reviewing Pane to
view additional revisions.

and numbered

2. To view the Reviewing Pane vertically, repeat step 1 and select Reviewing Pane
Vertical. The Reviewing Pane will display vertically along the left side of the document.

3. Click the X on the Vertical Reviewing Pane to close or click the Reviewing Pane button
to close.

4. SAVE the document in your USB flash drive in the lesson folder and close the file.
STOP. CLOSE Word without saving.

SKILL SUMMARY

InThis Lesson

You Learned How To:

Exam Objective

Objective Number

Validate content by using Set grammar. 5.1.1
spelling and grammar Set Style options. 5.1.2
checking options

Configure AutoCorrect Add or remove exceptions. 5.2.1
settings Turn AutoCorrect on and off. 5.2.2

Insert and modify Insert a comment. 5.3.1
comments in a document Edit a comment. 532

Delete a comment. 533

View a comment

View comments.

534
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Knowledge Assessment

True/False

CircleT if the statement is true or F if the statement is false.

T F 1. The proofing screen contains options to change how Word corrects and
formats text.

. You can change your name and initials in the Tracking group.

. You should always proof documents before sharing them.

. AutoCorrect can be found in the Backstage view Display option.
. By default, comments are shown inline.

. AutoCorrect cannot be turned off.

. Inline comments are placed in curly brackets.

T e e
m M m Mm Mm m m
0 N OO O~ WDN

. You can right-click on a comment and use the shortcut menu to delete
the comment.

. The default Writing Styles setting is Grammar and Styles.

- -
M =T
©

10. The status bar contains a proofing error button for quick access.

Multiple Choice
Select the best response for the following statements.

1. The proofing option, Two Initial Caps, is found in which option?

IUlT NEOW(ESALE

b. Shift+F7
c. Spelling and Grammar button

d. aandc
3. Exceptions can be added to AutoCorrect
a. By not capitalizing the first letter of an abbreviation
b. By ignoring the INitial CAps
c. Other Corrections
d. All of the above
4. Comments are used to add _____ to Word documents.
a. Concerns
b. Questions
c. Reminders
d. All of the above
5. The Comments ScreenTips appear in which view?
a. Showing Revisions in Balloons
b. Show All Revisions Inline
c. Show Only Comments and Formatting in Balloons
d. ScreenTips display only on the Ribbon
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LICEN

6. How do you display only one reviewer’s comments in a Word document containing
multiple reviewers’ comments?

a. Leave the check mark in the All Reviewers check box.

b. Deselect the All Reviewers check box and place a check mark beside only that one
reviewer’s name.

c. This feature only displays all reviewers’ comments.
d. This feature cannot display one reviewer’s comments.
7. The Vertical Reviewing Pane displays
a. To the right of the document
b. Below the Ribbon
c. To the left of the document
d. Above the status bar
8. A summary of the total number of comments in a document will appear in the
a. Vertical Reviewing Pane
b. Horizontal Reviewing Pane
c. Status bar
d. aandb
9. The Personalizing Your Copy Of Microsoft Office options
a. Are located in Backstage view
b. Are located in theTracking group
c. Cannot be changed
d. Automatically change when Word is launched

in mm in which o ing of do nts?
GEPUET N ORWKESALE
arketing plans
All of th ve

Competency Assessment

@ The benefits_of_

wine document file for
this lesson is available
on the book companion

website or in WileyPLUS.

Project 9-1: Research Paper

You are writing a paper about the health benefits of wine and are ready to check the spelling in your
document.

GET READY. LAUNCH Word if it is not already running.

1. OPEN the benefits_of wine document from the lesson folder.
2. On the Review tab in the Proofing group, click the Spelling and Grammar button.

3. Click the Options button in the Spelling and Grammar dialog box to change the
Writing Style. The Word Options screen opens in Backstage view. Select Proofing
and under the section When correcting spelling and grammar in Word, click the
drop-down arrow beside the Writing Style command box and select Grammar Only.
Click OK.

4. The Spelling and Grammar check will stop on the words/phrases listed in the
following table; for each misspelled word, take the action indicated in the table.
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Misspelled Word Corrected Word Action to Take
Choleterol cholesterol Change All
polyphenl Polyphenol Change All

But what about white wine? lgnore Rule
Stuttaford Ignore All
Healthspan lgnore All
Teissedre lgnore All

The USDA makes it clear. .. lgnore All
cancers Ignore All
Agatston Ignore All

5. When the prompt appears stating that the spelling and grammar check is completed,
click OK.

6. SAVE the document as benefits_of wine_final in your USB flash drive in the lesson
folder.

LEAVE Word open for the next project.

Project 9-2 Books and Beyond Handbook

and Beyond and the manager needs your assistance in using the AutoCorrect

each occurrence.
@ . - tin the lesson fol
The handbook_ ) i i i i i

ion po fter d in Beyond.

acknowledge document Key (C) to insert the copyright symbol in the document.
file for this lesson is

available on the book

companion website or in
WileyPLUS. 4. In the second paragraph, second sentence, place your insertion point after d in

Beyond. Key (C) to insert the copyright symbol in the document.

5. SAVE the document as handbook_acknowledge_update in your USB flash drive in the
lesson folder.

3. In the first paragraph, second sentence, place your insertion point after d in Beyond.
Key (C) to insert the copyright symbol in the document.

LEAVE the document open for the next project.

Proficiency Assessment

Project 9-3: Books and Beyond Handbook Review
Sonny is one of the managers at Books and Beyond and has asked you to comment on the document.
GET READY. LAUNCH Word if it is not already running.
1. For every occurrence of Books and Beyond, add the following comments: The document
should be consistent throughout. Consider using B & B throughout or spell out.

2. Locate the title The Vice President of Operations and add the following comment:
The Vice President of Operations is replaced with the new title, Vice President of
Support Services.

3. SAVE the document as handbook_mycomments in your USB flash drive in the lesson
folder.

LEAVE Word open for the next project.
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Project 9-4: Showing Comments as Inline

Sonny is out of town and is interested in reviewing any comments you may have regarding the
handbook. You will be emailing this document to him with comments displayed as inline. You will be
working with the previous document from Project 9-3.

GET READY. LAUNCH Word if it is not already running.

1. Change the Show Markup settings to display comments as inline only.

2. SAVE the document as handbook_inline_comments in your USB flash drive in the
lesson folder and close the file.

LEAVE Word open for the next project.

Mastery Assessment

Project 9-5: Blue Yonder Airlines Stock Agreements

Blue Yonder Airlines employs you, and one of your recent responsibilities is proofing all documents.
The stockholders agreement document contains many misspelled words. Use the Spelling and Gram-
mar check to correct the misspellings.

GET READY. LAUNCH Word if it is not already running.

e stock _agreement document from the lesson folder.
The stock

G E@ (I

on the book compan
website or in WileyPL LEAVE Word open‘for the

The job descriptions for flight attendants have been emailed to all flight attendants for their com-
ments. Review the comments and display comments inline with the vertical reviewing pane.

GET READY. LAUNCH Word if it is not already running.

Project 9-6: Job Description

@ The flightattendant
document file for this

lesson is available on the
book companion website
or in WileyPLUS.

OPEN the flightattendant document from the lesson folder.
Change the comments to display as inline.
Display the reviewing pane vertically.

P ODN

SAVE the document as flight_attendant_comments in your USB flash drive in the
lesson folder.

CLOSE Word.

w that Microsoft may have. Access the Microsoft website and
INTERNET READY select three links of your choice and prepare a short two-page
report to provide to your instructor.

In this lesson, you learned how to configure AutoCorrect.
You would like to find additional information about this tool





